Congregation B'Nai Israël 
Internal Publicity Guidelines 
AUGUST 2015 

CONTENT: When sending an item or event for publicity with CBI, you must provide the following criteria: 

• Name of Event 

• Group in Charge 

• Contact Person and their information 

• Description of event 

• Date of event 

• Time of event 

• RSVP Deadline 

• Cost of Event 

DEADLINES: Please have consideration for the people (volunteers and staff) who make Communications 
happen. Sometimes it is not possible to accommodate materials received after a deadline has passed 
and, if possible, it is always inconvenient. Also, you must keep in mind with the extensive amounts of 
programming happening at CBI, the odds of your event's Communications conflicts with another event is 
probable. The deadlines stated below are subject to change with notice, and we reserve the right to edit 
any submission. The deadlines are made to keep the amount of communication being sent out to our 
congregation the most effective that it can be. All materials should be submitted to Susan Goldstein at 
execdir@cbistpete.org and Carolyn Moritz at communications@cbistpete.org . 

Publications 

• Monthly Bulletin 

• WeeklyeNews 

• Monthly printed announcements 

• Website 

• Facebook 

• Flyers/Posters 

• Dedicated email messages 

Additional Guidelines 

• Use Calibri font 

• Do not use symbols in place of words 

• Do not abbreviate days of the week, months, addresses, etc. (e.g, Monday, not Mon.; January, 
not Jan.; Road, not Rd.) 

• Do not use ordinals after date (e.g., January 27, not January 27 th ) 

• Include day of the week with the date (e.g., Friday, October 18) 

• Format for times: 00:00 am 

• Send information with an email, or as a Word or Publisher attachment 

• If you send a pdf, it must be accompanied by files that can be manipulated/edited (e.g., Publisher, 
Word) 

• Say what resources you would like your announcement to be on in email 

• After your event we would love pictures to post as a way to show the success of your event 



Monthly Bulletin 

Contacts : Susan Goldstein - execdir@cbistpete.org; Carolyn Moritz - communications@cbistpete.org 
Deadline : 2 nd Friday of the month for space reservation; 3 rd Friday of the month for final content 
NB: Deadlines sometimes change for special issues; email Carolyn to get on monthly deadline email list 

Shabbat Announcements 

Contacts : Susan Goldstein - execdir@cbistpete.org ; Pam Askin - officemgr@cbistpete.org 
Deadline: Noon on Wednesday before Shabbat 

Weekly eNews 

Contacts: Susan Goldstein - execdir@cbistpete.org; Carolyn Moritz - communications@cbistpete.org 
Deadline: Noon on Tuesday 
Additional Guidelines 

• Full announcements for events must be less than one month away 

• Depending on other information, we will include an event more than one month away as a single 
line announcing event and date 

• The announcement must be less than 100 words 

Website 

Contacts: Susan Goldstein - execdir@cbistpete.org; Carolyn Moritz - communications@cbistpete.org 
Deadline: One week before event (if time-sensitive) 

Additional Guidelines 

• Information will not automatically be posted on our website from other sources 

Facebook 

Contacts: Susan Goldstein - execdir@cbistpete.org; Carolyn Moritz - communications@cbistpete.org 
Deadline : N/A, though items may not be posted immediately 

Additional Guidelines : The entirety of the announcement must be less than 100 words 

Flyers/Posters 

Contacts: Susan Goldstein - execdir@cbistpete.org; Carolyn Moritz - communications@cbistpete.org 
Deadline: N/A, but please note that approval and production usually cannot be the same day received 
Additional Guidelines: 

• Include requested number of copies and where you would like them placed 

• Use portrait format 

Dedicated Email Messages 

Contacts: Susan Goldstein - execdir@cbistpete.org; Carolyn Moritz - communications@cbistpete.org 
Deadline : N/A, but all requests are subject to a Schedule that will be determined monthly in the sole 
discretion of the Executive Director and the Communications Coördinator 
Additional Information : 

• Scheduling preference will be given to programs that affect the greatest number of kehilla 
members 

• Emails that are directed solely to specific groups (e.g., young families, Women's League) may be 
approved in addition to those scheduled 



